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Action Step Bank 
 
The Action Step Bank is a repository of Action Steps that the district develops in 
collaboration with school representatives. These action steps should align with 
the Goals and Objectives and are ideal for schools to use in the creation of their 
school plans.   
 
Click the Login link from the left menu bar to login.   
Click Planning Tool.  You will notice a new menu selection appears, Action Step 
Bank.   
Click Action Step Bank 
 

 
 
The first time you do this, you will see a screen similar to the following:  
Click Yes or No, as appropriate for your district. 
Click Save  
 

 
 

First, Click 
 

Second, Click 
 

First, Click One 
 

Second, Click 
 

Second, Click 
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Click Add Action Step Bank Item  
 

 
 
You will be taken to the Add Action Step Bank page.  
 
Enter the Action Step information 
Click Save 
 

 
 
 
In the example that follows, we have added 5 Action Steps to the Action Step 
Bank.  
 

 

First, Enter Action Step Information 
 

Second, Click 
 



 Section J: Action Step Bank, Page 3 of 8 

You may also create an entry in the Action Step Bank by Clicking the box Add 
to Action Step Bank when you are creating an Action Step in the Insert Action 
Step page with this method: 
   
 Click Planning Tool 
 Click School District / Agency Plan  
 Click Action Steps 
 Click a red link to add an Action Step to an appropriate Objective  
 
 

 
 
 
 
 

First, Enter Action Step Information 
 

Second, Click 
 

Third, Click 
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To Use the Action Step Bank:  
 
Click Planning Tool 
Click Select School 
 

 
 
 
Click a school from the resulting menu.   
 
 

 
 
 
 
 
 

First, Click 
 

Second, Click 
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You will be taken to the School Plan Status page.  
Select School Action Steps at either the blue link or the grey menu.  
 
 

 
 
 
 
Click a red link to Add Action Step to an appropriate Objective.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

First, Click in 
Either Area 
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You will be taken to the Insert School Action Step page.   
 
Click View Recommended Action Step:  
 
*** The Action Steps that are available are from the Action Step Bank *** 
 
In the example below, you will notice there are 6 available choices, all of which 
were created in the School District / Agency Plan.  For this example, we will 
Click the Action Step just last created in this section, 21st Century …  
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Notice the Action Step Title and Action Step Description are populated.  
 
Click Save 
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You will notice the Action Step from the Action Step Bank is now linked to the 
Objective.   
 
 
 

 
 
Continue to use the Action Step Bank to save time and provide alignment with 
district Action Steps, as applicable. 
 
When done, Logout at the left menu bar.  
 
 


